July 1940 


Form ECR=-442 
Ue S. Department of Agriculture 
Agricultural Adjustment Administration 
East Central Division : 


INSTRUCTIONS TO.COUNTY OFFICES FOR 
WORK ON £ FLUS-CURED TC ) TOBACCO MARKETING G QUOTAS 


Bach county office will have the following responsibilities in 
connection with the tobacco marketing quotas: 


1. Determination of harvested acreage 


2e Preparation of records for Re ied sales prior 
to opening of markets. 


3. Preparation of listing sheets 
4. Checking of tobacco disposed of without marketing 


5. Issuance of marketing cards and reporting loss, 
destruction or theft of marketing cards. 


6. Assembling memoranda of sale and reporting indicated 
violationse 


7. Preparatien of applications for return of penalties 
paid. 


1. Determination of Harvested Acreage. The acreage of tobacco 
harvested on each farm in the county shall be determined in accordance 
with the instructions contained in ECR-416. The harvested acreage of to- 
bacco for each tobacco farm shall be determined prior to issuance of the 
marketing carde 


2e Preparation of Records for Nonwarehouse Sales Prior to Open- 
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ing of Markets. A "Bill of Nonwarchouse Sale” (Form 40-Tob-43) is re- 
quirgl t< to be { prepared by each buyer who purchases tobacco anywhere except 
at a warehouse sale. If the buyer so requests anda determination of the 
harvested acreage of tobacco has been made, but the marketing card has not 
been delivered to the farm operator, the county office shall ecxceute tho 
"Certificate of County Office" section of Form 40-Tob-43 and shall retain 
the third copy of such form. The county office shall issue a momorandum 
of sale from the marketing card to cover cach such sale before the card 
is delivered to the operator. In such case the county office shall ro- 
tain the county office copy of the memorandum of sale and shall forward 
the purchaser's copy to the Marketing Quota Section. The person issuing 
the memorandum of sale shall also enter on the inside of the front cover 
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of the marketing card the number of pounds sold and affix his initials in the 
space immediately to the right thereof. 


3. Preparation of Listing Sheets. The county office will prepare 
Forms 40-Tob-31, “Within Quota Listing Sheet," listing thereon data for all 
tobacco farms in the county from which tobacco was harvested in 1940. After 
Form 40-Tob-31 has been prepared, the county office will draw a line through 
the data for (1) each farm on which the harvested acreage of tobacco is in 
excess of the tobacco acreage allotment for the farm and also (2) each farm 
on which the harvested acreage of tobacco is within the allotment but which 
is operated by a person who also operates any other farm on which the harvested 
acreage of tobacco is in excess of the farm acreage allotment. The data for 
each farm for which the data are lined through on Form 40-Tob-31, as indicated 
above, shall then be listed on Form 40-Tob-32, “Excess Listing Sheet." 


If, because of an error in either the county or State office, the oper- 
ator was notified of an erroneous acreage allotment and, acting solely upon 
the basis of the information contained in the erroneous notice, planted an 
acreage of tobacco in excess of the final and correct acreage allotment estab- 
lished for the farm, the allotment contained in the erroneous notice shall be 
used for all purposes in connection with tobacco marketing quotas’ 


Entries shall be made in columns 1 through 9, Form 40-Tob-él, as follows: 
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Column Number and Heading: : Source of Entry 
SES Re Nn pep ca 
1 Farm Serial number Form ECR-407 or Form 40-Tob-10 
2 Name of operator : Form ECR-407 or Form 40-Tob-10 
5 Acreage allotment 3 Form ECR-407 or Form 40-Tob-10 
4 Normal yield : Form ECR-407 or Form 40-Tob-10 
5 Normal production : Column 3 times column 4 
6 Estimated production : See instructions below 
7 Harvested acreage : Form ECR-419 . 
8. Total sales including soreneue : Memoranda of sales 1/ 
9 Actual yield per acre : Column 8 divided by column 7 


1/ If there is any tobacco produced on the farm in 1940 which will be carried 
~ over to future marketing years or if there was any tobacco marketed during 
the 1940-41 marketing year which was produced in a prior year, the entry 
in column 8 should be deleted and there should be entered therein the sum 
of the entry in column 8 and any tobacco which will be carried over minus 

any tobacco carried over from a preceding crop and marketed in 1940. 


Columns 3, 5, 6, 7 and 8 shall be totaled om each page of tie om 
40-Tob-31 and such totals shall not include any entries which have been lined 
through. 


Entries in columns 1 through 7 shall be made prior to the issuance of 
the marketing card. The county committee shall review the data for each farm 
and in any case where it has reason to believe that the production of tobacco 
on the farm in 1940 is materially less than the normal production in column 5, 
the estimated production shall be entered in column 6. 
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Data for those farms for which data have been lined through on the With- 
in Quota Listing Sheet shall be entered on Form 40-Tob-32. Entries in columns 
1 through 11 shall be made prior to the issuance of marketing cards and entries 
in columns 12 through 17 shall be made as soon as the information is available. 


Entries shall be made in columns 1 through 17 as follows: 
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Column Number and Heading: Source of Entry: 
1 Farm serial number -} Form ECR-407 or Form 40-Tob-31 
2 Name of operator ? Form ECR-407 or Form 40-Tob-51 
3 Acreage allotment : Porm ECR-407 or Form 40-Tob-6é1 
4 Harvested acreage -? Form ECR-419 
5 Excess acreage : Colum 4 minus column $ 
6 Percent excess acreage : Column 5 divided by colum 4 1, 
7 Normal yield: > Form ECR-407 or Form 4.0-Tob-dl 
8 Normal production ? Column 3 times column 7 or Form 40-Tob-31 
9 Estimated production ? Column 4 times column 10 
10 Estimated yield a See instructions below 
11 Preliminary quota ‘ : Column 10 times smaller of column $ or 
: column 4 
le {Pounds ees oO) ? Memoranda of sales 
13 Pounds unmerchantable . ? Form 40-Tob-33 
14: Pounds stored ? Form 40-Tob-33 
15 Actual production ? Sum of columns 12, 15 and 14 
iG sfictual yteld.per acre $ Column 15 divided by column 4 
17 Final quota 2 Column 16 times smaller of column 3 or 4 


1/ The percentage to be entered in column 6 shall be expressed as a whole per- 
centage and any fractions shall be disregarded. 

2/ Entries shall be made in column 11 only for those farms on which there is 
™ no excess acreage but for which an excess card is issued. If the prelimi- 
nary quota for a farm is found to be too small the estimated production, 

the estimated yield and the preliminary quota should be revised upward and 
additional quota issued accordingly. 

sh If the entry in column 12 includes any tobacco which was carried over from 
a previous marketing year delete the entry in colwm 12 and insert therein 
the result obtained by subtracting the pounds of tobacco carried over from 
the deleted entry. 
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The estimated yield per acre to be entered in column 10 shall be deter- 
mined by the county committee upon the basis of the best information available 
to it. If necessary, an employee of the county association shall visit the 
farm to estimate the yield to be entered in column 10. The estimated yield 
and the estimated production on “excess farms" should be reasonably accurate 
as the farm operator will be requested to account for disposition of a quanti- 
ty of tobacco equal to the estimated production. 


Columns 3, 4, 5, 8, 9, 11 through 15, and 17 should be totaled on each 
page of Form 40-Tob-s2. 
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If the county office records indicate that the operator of any farm 
on which the harvested acreage exceeds the allotment is also the operator 
of a farm in another county, the office of such other cowmty shall be prompt~ 
ly notified in order that excess marketing cards may be issued for such 
operator's farms in that county. 


4. Checking of Tobacco Disposed of Without Marketing. If the acreage 
of tobacco harvested on any farm is in excess of the farm acreage allotment 
and the operator of the farm desires to dispose of a quantity of tobacco 
equal to the ostimated average yield for the farm in 1940 timos the excess 
harvested acreago so as to obtain a Within Quota Markoting Card, tho county 
committce shall dosignato a committceman or supervisor to estimate the yicld 
of tobacco for the farm in 1940, and to check the disposition of the cxcoss 
tobacco. 


A roport of the disposition of such tobacco shall be made on Form 40- 
Tob-33. The county code and farm serial number and the neme and address of 
tho operator shall be entered in the spaces providod. 


Form 40-Tob-33 shall be exocuted as follows: 
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Item Noe | Source of Entry 
1 Colum 4, Form 40-Tob-32 
re Colum 3, Form 40-Tob-s2 
3 Ttom 1 minus item 2 
4 Colum. 9, 40-Tob-32 adjusted by 


county committoo if additional 
information is available 


5 Itom 4 divided by item l 

6 Item 5 tines item 4 

7 Committcoman or supervisor af 
8 Farm operator 

8(c) Farm operator 

9 Sua of items 7 and 8 
10 Committcoman or supervisor 1/ 
a Farm operator 
11 (a) Farm operator 

11(d) Farm operator 
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17 Tho committcomen or supcrvisor shall conter the condition of the excoss 
pounds disposcd of as well as the number of pounds end tho mothod used in 
determining tho number of pounds. 
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Item No. | Source of Entry 
le Column 12, 40-Tob-32 
13 | Sum of items 10, ll, 12 
14 Col. 12 of Form 40-Tob-32 
15 | Col, 17 of Form 40-Tob-32 
16 Item 14 minus item 15 
a Memoranda of sale 
18 Item 16 times 10¢ 
19 Item 17 minus item 18 
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The farm operator and the county comnitteeman who checked the dis- 
position of the excess tobacco shall execute Sections III and IV, respec- 
tively. 


In no case will both Sections I and II be executed on the same form. 
Section I will be vsed only if the excess tobacco is disposed of before 
marketing cards are issued for the farm; otherwise, Section II will be 
used. If the excess tobacco is to be used on the farm the tobacco shall 
be so treated that it will be wmsuitable for marketing prior to the ap- 
proval of its disposition. A suggested method of disposing of such excess 
is to thoroughly spread the tobacco on the ground, saturate it with water 
and sprinkle it senerously with lime. The supervisor or committeeman 
shall see that the treatment is such that the tobacco may not be marketed. 
If the tobacco is to be placed in storage the farm operator shall furnish 
full and complete information as to vke amount of tobacco and the condi- 
tion and place in which it will be stored, if the tobacco is redried, 
the farm operator shall also furnish information as to the number, grade, 
and any other identifying marks on the tobacco in storage. The county 
committee shall verify such information before section IV is executed. by 
a member of the county committee. 


5, Issuance of Marketing Cards and Reporting Loss, Destruction - 
or Theft of Cards. Marketing cards shail be issued in accordance with the 
Fnetructions contained in sections 4, 5, 9, 10 and 11 of Forms 40-Tob-42, 
"Warketing Quota Regulations." 


The following entries shall be made on each Form 40-Tob-28, 
"Within Quota Marketing Card" before it is issued to the farm operator: 


(a) The name of the farm operator shell be entered in the 
space provided on the cover of the marketing card and 
on each memorandum of sale. 
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(b) The smaller of the entry in column 5 or column §, if any, 
Form 40=-Tob-31 shell be entered in the space provided on 
the inside of the cover. If the operator requests two or 
more cards, the pounds assigned to each card shall also 
be entered in the spzce provided. In such cases the sum of 
the pounds assigned to all cards must not exceed the smaller 
of the normal production or estimeted production in columns 
5 and 3, Form 40-Tob=<31. 


(c) The name and address of the coumty association end the farm 
serial number shall be entered in the space provided on each ; 
memorandum of sale; on the “Operator's Receipt for Marketing € 
Card," and on the back cover. (Note: Stamps for this purpose 
will be furnished county offices of counties having 20 or more 
tobacco farms.) ue al 


(d) Enter on the “Operator's Receipt" the serial number of the 
marketing card which is printed on the cover and which is the 
same «s the serial nunber of the first memorandum of sale in 
the card. 


(¢) After the card has been prepared as indicated above, the 
issuing agent shall cffix his signature on the cover. 


(f) Before the card is dolivored to the farm operator, he must 
Sign the "Operator's Agreement” and the “Operator's Receipt" 
in the presenee of the porson dolivering the card. The 
person dclivoring the card should call the operator's atten-= 
tion to tho points covercd in the “Opcrator's Agrocment"™ and 
then sign in the space provided and doliver the card to the 
farm opcrator. 


Tf ell momorends of sale in a card ure issued. end. the ppera comics 
turns the card and requests cnothor curd, the new card shall be issued as 
indicated above ond in addition there shell be entered in tho heading of 
the colum dosignetcd “Momorcndum io." the words “Brought Forwerd" end in 
the het.ding of the colum designated "Pounds this Momorandum" tho total 
pounds sold on the first card. 


Each Form 40=-Tob-29, “Hxecss M.rkoting Card," shcll bo cxccuted ond 
delivered to the fara operator as indicated above fer "Within Quota Markot- 
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ing Cards” and in addition tho following cntrics shall be mado; 
(a) The card numbor may bo ontored on tho covor if two or more 


cards arc issued for the samo farm. (For ommples; Card 
numbors. 1, 256, cite) 


(b) Tho cstimatcd production, colum 9, Form 40-Tob-32, shall be 
entored on the covor. 


(c) Tho acreage allotmont cnd harvested acres shall bo ontered 
inside tho cover from colwams 3 and 4, rospectively, Form 
40=Tob=-32, 


(ad) The percentage excess (column 6, Form 40-Tob-32) shall be 

| entered: in the spaces provided and shall be shown in both 
figures and words. 7 ogists: “age ok 

(e) The marketing quota shall bé entered from column 11, Form 
40-Tob-32, for those farms on which there is no excess 
acrcage but for which an excess card is issued. © 


Each-county committee shell designate one person to sign marketing 
cards for farms in. the county as issuing agent. As indicated above, the 
issuing agent shall sign each marketing card prior to its delivery to the 
farm operator but the marketing ecard shall not.be delivered to the. farm 
operator until he has signed the Operator's Agreement and the receipt 
therein. The receipt shall be detached from the marketing card and retained 
in the county office file. (Note: The operator's receipts shall be filed 
“in the county office and it shall be the responsibility of each county 
association treasurer to account for all cards [forms 40-Tob-28 and 40-Tob-29/ 
with either the unused cards or properly executed "Operator's Recoipts.") 


6. Assembling Memoranda of Sale and Reporting of Indicated Vicola- 
tions. The somty office shall file the momorands of sale by farms aS 
received and shall maintain cumulative totals of the pounds sold. After 
all memoranda of sale far a farm have been received, the total sales shall 


be entered in column 8, Form 40-Tob-31 or column 12, Form 40-Tob-dc. 


: If, at any time, it appears that the total marketings of tobacco 
from a farm are in excess of the estimated actual production of tobacco 
on the farm, the county committee shall make or cause to be made such pre- 
liminary investigation as it deems appropriate with a view to determining 
whether tobacco from any other farm has been marketed under the marketing 
card for the particular farm. In any snstance where it appears that the 
marketing card for one farm has been used to market tobacco from another 
farm, the county committee shall forward immediately a report of tne 
sndicated violation on Form 40-Tob-54 to the Marketing Quota Section, 
Agricultural Adjustment Administration, Washington, D. C- 


If it appears from the memoranda of sale received in the county 
office for any farm that the tobacco available for marketing from the farm 
is not being marketed, the county comittee shall make or cause to be 
made such investigation as it deems appropriate with 4 view to determining 
whether the tobacco is being so disposed of, and the county committec shall 
forward immediately a report of the indicated violation on Form 40-Tob-54 
to the Marketing Quota Section. 


7. Preparation of Applications for Return of Penalties Paid. 
Whenever marketings of tobacco from any farm have been completed the county 
‘office shall, in the case of Within Quota Marketing Cards, add the total 
marketings as shown on all memoranda of sale for the farm and on the mar- 
keting card (if returned to the county office by the farmer) and complete 
the entries on Form, 40-Tob-3dl. In the case of farms for which Excess 
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Marketing Cards are issued the county office shall obtain a report from 
the farm eperator on Form 40-Tob~33 shewing the disposition of the ox- 

eess tobacco. If excess ponalty has been paid and the operator desires 
to submit an application for return of penalties paid, such application 
must be filed on Ferm 40=Tob~41. 


Form 40-Tob-41 shall be executed as follows: 


(a) Enter the State and county cede and farm serial number in the 
space previded in the upper right corner. 


(b) Enter in Table I in the spaces provided tho name and address 
of each warchouse at which a salo was mado or the namo and 
address of each buyor for nonwarshouso sales and in the spaces 
provided thereunder, tho sorial number and date of cach momo-= 
randum of sala issuod covering a sale of tobacco at that waro= 
houso or to that buyor. 


(c) Enter in items 7 through 12 tho data showm in itoms 14 through 
19 respectivoly, Form 40-Tob-55. 


(a4) Enter in the spaces providod in eelwms A and B of Tablo Il 
the nome and addross ef cach person applying fer tho roturn 
of ponalty paid with respect to tho farm. Where tho amount 
shown in Colwm ¢ is te bo paid scparately to.one person, the 
nome, addross and signature of such porsen should bo shown in 
Colwm A and a mark ghould be drawn through the space in 
solumm B. Whore tho amount is to bo paid jointly to two persans 
tho nome, address and signeture of anc porsen should bo shown 
in Golumn A ond tho namo cnd signeture of the othor person in 
Colum B. Tho making of peymonts to cach porson soparately 
or to joint payocs should bo left to tho choico of the farm 
operator and othor persons who arc ontitlcd to sharo with him 
in the payment. 


(c) Entor in Colum © of Tablo II the amomt to bo repaid to cach 
applicant ond in itom 13 the total of the emounts in Column © 
which total must cqual tho amount in itom 12. The divisim 
of the cmomt of penalty to bo returned shall bo dcterminod 
upon the basis of agroomont of 211 producors on tho farm who 
peid the ponalty. Such agroomont shell be indicated by tho 
signetures of 911 such produccrs on Form 40-Tob-41. If the 
producors fi.il to cgrco, the county committeo shall make such 
division upon tho basis of cll cvwilcblo information. If eny 
producer c.nnot bo locatcd or rofusce to sign tho application, 
a gtatomont of tho facets in the easc, signod by the coumty 
committoc, shall be attached to the application whon submitted 
%o the Marketing Quota Scetion. Tho instructions contained in 
ACP=16 with respect to producorst signatures shall bo fellowed 
in cxceuting Form 40-Tob-4l, 


(£) 


(g) 


(3) 
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Enter in item 14 the dato on which the Form 40-Tob-41 was 
signed by all producers and submitted to tho county office. 


Enter in item 15 tho percont oxocss which is the percent of 
excoss cercago ontored on the marketing card for the farm. 


Tho county committee shell roview oach applicatio ond if 
it approves the applicatio, its approval shall be indicatod 
by a mombor affixing his signature cond the date in section 6. 


The comty office copy of the application will be dotached 
and the remaining copy forwarded to the Stato officc. 
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Form ECR442, “Instructions to County Offices for Work Dacfinus- 
Cused Tobacce Marketing Quotas" is amended by adding at the end thereet 
the following: 


"G, Determination of "Representative Tobacco and Filins of 
Applications for heturn of Penalty With Respect Thereto. ~ The operator 
of any fame having unmarketed excess tobacco may dispore of such tobacco 
and file an epolication for return ef penalty, Ferm 40-Tob-41 » provided 
en executed Form 40-Tob-33, “Farm operator's Report, has been Siled 
with and approved by the county committee, and provided further that 
such ummarketed tebacco ie disposed of by use on the farm in a mannexs 
Satiszactory to the county committee or such unmarketed excess tobacco 
ie stored under arrangenents satisfactory to the Agricultural AdJjust~ 
ment idministration. The penelty will be returned only with respect 
te that part of the poundage of tobacco which is determined to be 
"vepresentative” in accordance with the following instructions: 


(a) The county comnittee in cooperation with the farm eperator 
will determine the pourntage of tcbacco to be disposed of 
and will avpraise the market valus of such tebsesc. 


(6b) Compute the average price ver pound for the entire erop 
by dividing the total pounds inte the sum of the press 
price of the tobacco marketed and appraised yalue of the 
tobacecs not marketed. 


(ce) Obtain the poundage of representative tobacco by dividing 
the aporaised value of the tobacco disposed of other shan 
by marketing by the average price per pound for the entire 
CIOP. 


tative the computations provided in items 1, 2, and % need 
net be made.) 


(di) Obtain she amount of penalty te be retumed by multiplying 
the pounds of tobacco determined to be representative by 
the percent “within quota" (the’ difference between the 
percerit excess and 100 percent) and mitiplying the result 

‘ by LO cents per pound. ; 


Examples showm in the wrk sheet below will illustrate the method 
of determining the poundage of representative tobacce ané the amount ef 
penalty which may be returned. 
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Uoxrk Sheet 
és Pvae _ 2 kxemples 
Item Headings $ Source of Entry : __ (Column G) 
Coinm A . 2 (Column 8B) s erm] oo: Far 
é g $ 
§ 3 4 
$ z : 
1. Aereege aliotment : Excess listing Sheet 3 5.0% € 
: : ; 
&. rervested acreage OR, * = 3 10.05 it 
z g 3 
$, VPereent excess 1, 8 . x ? 7053 é 
3 8 $ 
4. Total peunds marketed 1 Memorarmdia of Sele 8 5, WG:3 ft: 
$ § 4 
5. Gross value of market= 1 " jet 3 $1,000,003 $1,275.00 
in ¢ 2 : 
6. Total pounds disposed 2: Comittes determination i 5,000: 1,50 
of : g F 
7. Value of tobacco dis=- 3: Appreisal 3 $250.00: S75. 
posed of $ : 3 
8. Averege price for crop : Item 5 +- 7 — Iten 446 : 12.52 
$ 4 : 
9. Pounds of represente- 1 litem 7 = & : £0003 : 
tive tobacco on hand : g : 
10, Percent within quota : 100% minus "percent excess" : BOS 3 € 
g 2 i 
11, Penalty to be returned : Item 10 x Item 9 x 10 cents : $60.00 833. 
3 3 t3 


Preparation of Form: 40-Tob-41, "Application for 
Return of Penalt 


(a) Enter the State and county code and farm serial number ‘in the spac 


(b) 


(c) 


provided in the upper right comer. 


Enter in Table I, in the spaces provided, the name and address of 
each warehouse at which a sale was made cr the name and address o° 
each soyer for nommerehouse sales and, in the specee provided the ~- 
under, the serial mmber and date of each memorandum of sale issvuc 

covering a sale of tobaces at that warehouse or tc thet bvyer. 


The county office should prepare a work sheet for each application, 
This work sheet should cari the headings shown ir: columme (A) ard 
{(B) for the examples contained in these instructions and the dais 
for the farm with respect te which the application is filed wilt 
determined 2s set forth for the cases shown in colum (0). 
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(2) 


(2) 


(f) 
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The following entries and corrections will be made in items 
6 through 11 of Section IV of the aprlication: 


(i) Enter in item 6 the total pounds marketed which will 
be the entry in line 4 of the work sheet. 


(2) Item 7 of the application will be corrected by deleting 
the words "Final Quota" and inserting in lieu thereof 
the words "Total pounds Disposed of and the figure as 
showm in line 6 of the work sheet will be entered in she 
space provided. 


(3) Item 8 of the application will be sorrected by deicting 
the words "Excess Marketings® and inserting in licu 
thereof the words "Pounds of Representative Tobacco", 
and the figure as show in line 9 of the work sheet 
will be entered in the space provided. 


(4) Enter in item 2 the amount of penalty collected on sales 
62 tobseco from the farm as shown on the semoerenda of 
sale. 


(5) Item 16 should be left blank. 


(6) Enter in item 11 the amount of the penalty te be returned 
az show in line 12 of the work sheet, 


Enter in columns A and B of Table II, in the spaces provided, 
the name and address of each person applying for the return 
of penalty paid with respect to the farm, Where the anount 
shown in colum C is to be paid seperately to one person, the 
name, address, and signature of such person should be shown 
in colum A and a mark shovld be drawn threugh the space in 
Colum B, Where the emount is to be paid jointly to tr 
persons, the name, address, and signature should be shown tn 
Ccluma A and the name and signature of the other person in 
colum B. The making of payments te each person separately 
or as to joint payees should be left to the choice of the Sarm 
operetor and other persons who are entitled to share with 
him in the payment. 


Enter in cclwm C of Table II the amount: to be repaid to 

each apolicent. The total of these anovnts should be entered 
in item 12 and mst ecnal the entry in item 11. The division 
of the amount of penalty to be returned shall be detexmined 
upon the basis of agreement of all producers on the farm whe 
paid the penalty. Such agreement shall be indicated by the 
signatures of all such producers on Form 40-Tob-41, 2 the 
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producers fail to agree, the county committee shall nals 
such division upon the basis of all available irfornaticn, 
If any producer cannot be located or refuses to Siegen the 
application, a statement of the facts in the case, signed 
by the county committee, shall be attached te the 2ppiica- 
tion. 


The instructions contained in ACP-16 with respect to 
producers’ signatures shall be followed in executing Form 
40—Tobx4) . 


Enter in item 15 the cate on which the Form 40-Tob-41 was 
Signed by all producers and submitted to the county office. 


Enter in item 14 the percent excess which is the percent of 
Cxcess acreage entered on the marketing card for the fam. 


The county comilitee shall review each epplication and if it 
approves the application, its approval shall be indicated by 
& member affixing his sienature and the dete in section 3. 


After the Fora 40-Tob-41 has been ayproved by the county 
committee the copy shell be detached and retained in the 
county office filles. The original shall be transmitted te 
the State office, together with a copy of the work sheet, 


The State office will forward the executed applicatien and 
the work sheet to the Marketing Quota Section." 
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Form ECR-444 FY gah a 
U. S. Department of Agriculture 
Agricultural Adjustment Administration m 
East Central Division 
October 1940 


INSTRUCTIONS TO COUNTY OFFI OFFICES FOR 


WORK ON BURLEY TOBACCO “MARKSTI? ee QUOTAS 


(1940-41 Marketing Year) _ 


Bach ‘county office will have the following responsibilities in 
connection with the tobacco marketing quotas: 


1. Determination of harvested acreage; 4 


2. Preparation of records for nonwarehouse sales prior 
to opening of markets; if ae 
| ({ AGRICULTUR 1. ECONO MI 

3, Issuance of memoranda of sele by the county office; \G. 


4, Preparation of listing sheets; 
5. Checking of tobacco disposed of without marketing; 


6. Issuance of marketing cards and reporting loss, 
destruction, or theft of marketing cards; 


7. Assembling memoranda of sale and reporting indicated 
Violations; and 


8. Prevaration of applications for return of paral dee 
paid. 


1. Determination of Harvested Acreage. The acreage of tobacco 
harvested on each Yarm in the sounty - shall be determined in accordance 
with the instructions contained in EOR-416, 


2. Preparation of Records for Nonwarehouse Sales Prior to Open- 
ing of Markets. A "Bill of honwarehouse Sale" (Form. 40-Tob- 54) is. re- 
quired to be prepared ty cach buyer who purchases tobacce anywhere except 
at a warehouse sale. If the buyer so reauests and a determination of the 
harvested acreage of tobacco has been made, but the marketing cara has not 
been delivered to the farm operator, the county office shall execute the 
"Certificate of County Office" section of Form 40-Tob-54 and shall retain 
the third copy of such form, The county office shali issue a memorandum 
of sale from the marketing card to cover each such sale before the card 

is delivered to the overator, In such case the county office shall re- 
tain the county office copy of the memorandum of sale and shall forward 
the purchaser!s copy to the Marketing Quota Section. The person issuing 
the memorandum of sale shall also enter on the inside of the front cover 
of the marketing card the number of pounds sold and affix his initials in, 
the space immediately to the right thereof. 
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3, Issuance of memoranda of sale by the county office. In addi- 
tion to the memoranda of sale to ve issued by the county office as pro- 
vided above, the county office shall issue memoranda of sale covering 
sales of tobacco made by producers within the county by mail ordering 
or peddling. Zach such memorandum of saie should be supported by a Bill 
of Nonwarehouse Sale, Form 40-Tob-54, completed except for the "signature 
of buyer", The purchaser's copy of such memorandum should be forwarded 
to the Marketing Quota Section, together with a copy of the bill, cfanon= 
warehouse sale. 


4, Preparation of Listing Sheets. The county office will prepare 
Forms 40~Tod-51, "Within Quota Listing Sheet," listing thereon data for 
all tobacco farms in the county from which tobacco was harvested in 1940, 
After Form 40-Tob-51 has been prepared, the county office will drew a line 
through the date for (1) each farm on which the harvested acreage of to b= 
acco is in excess of the tobacco acreage allotment for the farm and also 
(2) each farm on which the harvested acreage of tobacco is within the 
allotment but which is operated by @ person who also operates any other 
farm on which the harvested acreage of tobacco is in excess of the farm 
acreage allotment. The data for each farm for which the data are lined 
through on Form 40-Tob-51, as indicated above, shall then be listed on 
Form 40-Tob-52, "Excess Listing Sheet". 


If, because of en error in either the county or State office, the 
operator was notified of an erroneous acreage allotment and, acting solely 
upon the basis of the information contained in the erroneous notice, planted 
an acreage of tobacco in excess of the final and correct acreage allotment 
established for the farm, the allotment contained in the erroneous notice 
shall be used for all purposes in connection with tobacco marketing quotas. 


Entries shall be made in columns 1 through 9, Form 40-Tob-5l, as 
follows: 


Column Number and Heading: Source of Entry 


eh enews 


Farm Serial number 
Name of operator 
Acreage allotment 
Normal yield 

Normal production 
Estimated production 
Harvested acreage 
Total sales Ly/ 
Actual vield per acre 


Form ECR-407 or Form 40-Tob-14 
Form ECR—407 or Form 40—-Tot-1i4 
Form ECR-407 or Form 40-Tob-14 
Form ECR-407 or Form 40-Tob-1l 
Column 3 times column 4°..°.° 2): 
See instructions below 

Form HCR-419 ' 
Memoranda of sales 1/ 

Column 8 divided by column 7 
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1/ If there is any tobacco produced on ‘the farm in 1940" which will be 
‘carried over to future marketing years or if there was any tobacco 
marketed auring the 1940-41 marketing year which was produced in a 
prior year, the entry in column 8: should be deleted and there should 
be entered therein the sum of the entry in column & and any tobacco 
which will‘ be carried over minus any eotmanges carried over from a . 
oe pining oe marketed in 1940, 


Gdtunis 3, 5, 6, 7 and 8 shall be totarea? “On es page of the Form 
40-Tob-51 and such totals shall not include any entriés which have been 
iined BEE OUEEs 

oieardbs in columns 1 through 7 shall be madé prior to the issuance 
of ‘thes arketing card. The county committee shall review the data for 
each farm and in any case where it has reason to believe that the produc- 
tion of tobacco on the farm in 1940 is materially less than the normal 
“production: in column “ the estimated production shall be entered in _ col- 
umn 6, 


Data for those farms for which data have been lined through on the 
Within Quota Listing Sheet shall be entered on Form 40-Tob-52. Entries 
in’ columns 1 through'11 shall be mate prior to the issuance of marketing 
cards and entries in columns 12 through 17 shall be made as soon as’ the 
information is Oe 
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Entries shall be made in columns 1 through 17 as follows: 


Colin ‘umber and Feading: ‘ Source of Entry’ 


1 <Ferm-sertal number : Form ECR-407 or Form 40-Tob-51 
2 Name of operator . : Form-ECR-407 or Form 40-Tob-51 
5 Acreage ailotment : Form ECR-407 or Form 40-Tob-51 
5.4 Harvested acreage | Form ECR-419° 
-.5 Excess acreage : Column 4 minus column 3 
6- Percent excess acreage -: * Column 5 divided by column 4 1/ 
-? Normal yield + Form ECR-407 or Form 40-Tob-51 
8:- Normal production - Column 3 times column 7 or Form i Tob-51 
-3+9:.Hstimated production .- - i Column 4 times column 10 
-210..:Estimated yield per acre ‘ See instructions below 
ll Preliminary quota 2/ ‘ Column iC times smaller of column 3 or 
‘ column 4 
12 Pounds marketed 3/ : Memoranda of sales - 
13 Pounds unmerchantable - : Form 40-Tob-33 
14 Pounds .stored . Form 40-Tob-33 —. 
15 Actual production ‘ Sum of columns ia, 13, and 14 
16 Actual yield per acre ‘ Column 15 divided by codumn 4 


17 Final quota ‘ Column 16 times smaller of column 3 or 4 


dag zee 


The percentage to ‘be entered in column 6 shall be expressed as a 
whole percentage and any fractions shall be disregarded, except 
that if the percentage of excess is less than one percent it shall 
be computed to the nearest one-tenth of a percent. 


2/ Entries shall be made in column 11 only for those farms on which 
there is no excess acreage but for which an excess card is issued. 
If the preliminary quota for a farm is found to be too small the 
estimated production, the estimated yield and the preliminary quota 
- should be revised upward and additional quota issued accordingly. 


3/ If the entry in column 12 includes any tobacco which was.,carried 

over from a previous marketing year delete the entry in column 12 
and insert therein the result obtained by subtracting the pounds 
of tobacco carried over from the deleted entry. 


‘The estimated yield per acre to be entered in column 10 shall be 
determined by the county committee upon the basis of the best information 
available to it. If necessary, an employee of the county association shall 
visit the farm to estimate the yield to be entered in.column 10. The esti- 
mated yield and the estimated production on “excess farms" should be rea- 
sonably accurate as the farm operator will be requested to account for 
disposition of a quantity of tobacco equal to the estimated production. 


Columns 3, 4, 5, 8, 9, 11 through 15, and 17 should be totaled on 
each page of Form 40-Tob-5z. nn 


If the county office records indicate that the operator of any 
farm on wnich the harvested acreage exceeds the allotment is also the 
operator of a farm in another county, the office of such other county 
shall be promptly notified in order that excess marketing cards may be 
issued for such operator's farms in that county. 


5. Checking of Tobacco Disposed of Without Marketing. If the 
acreage of tobacco harvested on any farm is in excess of the farm acre— 
age allotment and the operator of the farm desires to dispose of a 
quantity of tobacco equal to the estimated average yield for the fam 
in 1940 times the excess harvested acreage so as to obtain. a Yithin 
Quota Marketing Card, the county committee shall designate a committee— 
man or supervisor to estimate the yield of tobacco for the farm in 1940, 
and to check the disposition of the excess tobacco. 


A revort of the disposition of such tobacco shall be made on Form 
40-Tob-33, The county code and farm serial number end the name and 
address of the operator shall be entered in the spaces provided. ~ 
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"Form 40-Tob-33 shall: be. executed,as follows;  —. 
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Item No. re ane ee wk Mae tac! itp Source. of Serene 
ns Dees ee en 
MD +.) .Cotame4y Form 40-Tob-52 
a | Column 3, Form 40-Tob-52 © 
cz Item 1 minus item 2° 
oe Column 9, 40-Tob-S2 adjusted a county committee ae 


additional information is available 
5 Item 4 divided by item I 
6 Item 5 times item 3 
i Committeemen or supervisor 1/ 
8 Farm operator 


8(a) Farm operator 
9 Sum of items 7 and 8 
10 Committeeman or supervisor 1/ 
J Farm operator 
lta). - Farm operator 
mit Ges . Farm overator 
le Column 12, 40-Tob-52 
13 Sum of items 10, 11, 12 
14 Col. 12 of Form 40-Tob-52 
15 Col. 17 of Form 40-Tob-52 
16 Item 14 minus item 15 
17 Memoranda sof sale 
18 Item 16 times 10¢ 
19 Item 17 minus item 18 
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1/ The committeeman or supervisor shall enter the condition of the excess 
pounds disposed of as well as the number of pounds and the method used 
in determining the number of pounds. 


The farm operator and the county committeeman who checked the dis— 
position of the exceges tobacco shall execute sections III and IV, respec-— 
tively. 


In no case will both sections I ani II be executed on the same form; 
section I will be used only if the excess tobacco is dissosed of before 


> fs 


marketing cards are issued for the farm; otherwise, section II will be 
used. If the excess tobacco is to be used on the farm the tobacco 
shell be so treated that it will be unsuiteble for marketing prior to 
the approval of its disposition. A suggested method of disposing of 


rate it with water and sprinkle it generously with lime. The super-—. 
visor or committeeman shall see that the treatment is such that the 
tobacco may not be marketed. If the tobacco is to be placed in stor- 
age the farm operator shall furnish full and complete information as 

to the amount of tobacco and the condition and place in which it will 

be stored, If the tobacco is redried, the farm operator shall also 
furnish information as to the number, grade, and any other identifying 
marks on the tobacco in storage. The ccunty committee shall verify 

such information before section IV is executed by a member of the county 
committee, 


6. Issuance of Marketing Cards and Reporting Loss, Destruction 
or Theft of Cards. Marketing cards shall be issued in accordance with 
sections 4, 5, 10, 11 and 12 of Form 40-Tob-57 "Marketing Quota Regula- 
tions." 


The following entries shall be made on each Form 40-Tob-50 
"Within Quota Marketing Card" before it is issued to the farm operator: 


(a) The name of the farm operator shall be entered in the 
space provided on the cover of the marketing card and 
on each memorandum of sale. 


(b) The smaller of the entry in column 5 or column 6, if any, 
Form 40-Tob-51 shall be entered in the space provided on 
the inside of the cover. If the operator requests two 
or more cards, the pounds assigned to each card shall also 
be entered in the space provided, In such cases the sum 
of the pounds assigned to all cards must not exceed the 
smaller of the normal production or estimeted production 
in columns 5 and 6, Form 40—-Tob-51, 


(c) The name and address of the county association and the farm 
serial number shall be entered in the space provided on 
each memorandum of sale; on the "Operator's Receivt for 
Marketing Card," and on the back cover. (Note: Stamps for 


this purpose will be furnisned counties having 20 or more 
tobacco farms.) 


(d) Enter on the "Operator's Receipt" the serial number of 
the marketing card which is printed on the cover and 
which is the same as the serial number of the first memo- 
randum of sale in the card, 


elias Rey 


(e) After the card has been prepated as indicated above, the 
issuing agent shall affix his signature on the cover. 


(f) Before the card is delivered to the farm operator, he must 
sign the "Operator's Agreement" and the "Operator's Receipt" 
in the presence of the person delivering the card. The 
person delivering the card should call the operator's atten- 
tion to the points covered in the "Operator's Agreement" 
ana then sign in the space provided and deliver the card 
to the farm operator. 


If all memoranda of sale in a card are issued and the operator 
returns the card and requests another card, the new card shall be issued 
as indicated above and in addition there shall be entered in the heading 
of the column designated "Memorandum No." the words "Brought Forward!" 
and in the heading of the column designated "Pounds this Memorandum" the 
total pounds sold on the first card. 


Rach Form 40-Tob-29, "Excess Marketing Card," shall be executed 
ang delivered to the farm operator as indicated above for "Within Quota 
Marketing Cards" and in addition the following entries shall be made: 


(a) The word "Flue-cured" on the front cover of the card should 
be deleted and the word "Burley" inserted, 


(b) The card number shall be entered on the cover if two or more 
cards are issued for the same farm, (For example: Card 
numbers 1 of 3, card number 2 of 3, etc.) 


(c) The estimated production, column 9 Form 40-Tob-52, shall 
be entered on the cover, ‘ 


(ad) The acreage allotment and the harvested acres shall be 
entered inside the cover from columns 3 and 4, respectively, 
Form 40-Toh-52, 


(e) The "percent excess" (column 6, Form 40-Tobd-52) shall be 
entered in the spaces provided on the inside front cover 
of the card and shall be shown in both figures and words. 


(f) The "percent excess" shall be shown in figures in the space 
provided on each memorandum of sale. 


(g) The marketing quota shall be entered from column 11, Form 
40-Tob-52, for those farms on which there is no excess 
acreage but for which an excess card is issued. 


Each county committee shall designate one person to sign marketing 
cards for farms in the county as issuing agent. As indicatec above, the 
issuing agent shall sign each marketing card prior to its delivery to the 
farm operator but the marketing card shall not be delivered to the farm 
operator until he has signed the Operator's Agreement and the receipt 


: 
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therein. The receipt shall be detached from the marketing card and re- 
tained in the county office file. The operators!’ receipts shall be filed 
in the county office and it shall be the responsibility of each county 
association treasurer to account for all cards (Forms 40-Tob-50 and 
40-Tob-29) with either the unused cards or properly executed "Operators! 
Receipts." 


7. Assembling Memoranda of Sale and Reporting of Indicated Viola- 
tions. The county office shall file the memoranda of sale by farms as 


received and shall maintain cumulative totals of the pounds sold. After 
all memoranda of sale for a farm have been received, the total sales 
shall be entered in column 8, Form 40-Tob-51 or column 12, Form 40-Tob—52. 


If, at any time, it appears that the total marketings of tobacco 
from a farm are in excéss of the estinated actual production of tobacco 
on the farm, the county committee, shall make or cause to be made such 
preliminary investigation as it deems appropriate with a view to deter=- 
mining whether tobacco from any otrzer farm has been marketed under the 
marketing card for the particular farm. in any instance where it appears 
that the marketing card for one farm has been used to market tobacco 
from another farm, the county committee shall forward immediately a re- 
port of the indicated violation on Form 40-Tob-%4 to the Marketing Quota 
Section, Agricultural Adjustment Administration, Washington, D. C. 


If it appears from the memoranda of sale received in the county 
office for any farm that the tobacco availeble for marketing from the 
farm is not being marketed, the county committee shall make or cause to 
be made such investigation as it deems aporonriate with a view to de- 
termining whether the tobacco is being so disposed of, and the county 
committee shall forward immediately a report of the indicated violation 
on Form 40-Tob-34 to the Marketing Quota Section. 


8. Preparation of Applications for Return of Penalties Paid. 
Whenever marketings o# tobacco from any farm have been completed the county 
office shall, in the case of Within Quote Marketing Cards, check each memo— 
randa of sale for the farm against the marketing card if available, and 
total marketings as shown thereon. The total marketings then obtained for 
the farm will be entered on Form 40-Tob-51. In the case of farms for 
which Excess Marketing Cards are issued the county office shall obtain a 
report from the farm operator on Form 40-Tob-33 showing the disposition 
of the excess tobacco. If excess penalty has been paid and the operator 
desires to submit an application for return of penalties paid, such appli- 
cation must be filed on Form 40-Tob-—4l. 


Form 40-Tob-41 shall be executed as follows: 


(a) Enter the State and county code and farm serial number in 
the space provided in the upper right corner. 


(b) Enter in Table I in the spaces provided the name and address 
of each warehouse at which a sale was made or the name and 
eddress of each buyer for nonwarehouse sales and in the spaces 
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provided thereunder, the serial number and date of each 
memorandum of sale issued covering a sale of tobacco at that 
warehouse or to that buyer. 


(c) Enter in items 7 through 12 the data shown in items 14 through 
19 respectively, Form 40—-Tobd-33. 


(d) Hnter in the spaces provided in columns A and B of Table II 
the name and address of each person applying for the return 
of penalty paid with respect to the farm. Where the amount 
shown in Column C is to be paid separately to one person. 
the name, address and signature of such person should be 
shown in Column A and a mark should be drawn through the 
space in Column B. Where the amount is to be paid jointly 
to two persons the name, address and signature of one person 
should be shown in Column A and the name and signature of 
the other person in Column B. The making of payments to 
each person separately or to joint payees should be left to 
the choice of the farm operator and other persons who are 
entitled to share with him in the payment. 


(e) Enter in Column 6 of Table II the amount to be repaid to 
each applicant and in item 13 the total of the amounts in 
Column © which total must equal the amount in item 12. The 
division of the amount of penalty to be returned shall be 
determined upon the basis of agreement of all producers on 
the farm who paid the penalty. Such agreement shsll be 
indicated by the signatures of all such producers on Form 
40-Tob-41. If the producers fail to agree, the county com- 
mittee shall make such division upon the basis of all avail- 
able information. If any producer cannot be located or 
refuses to sign the application, a statement of the facts 
in the case, signed by the county committee, shall be attached 
to the application when submitted to the Marketing Quota 
Section, The instructions contained in ACP-16 with respect 
to producers! signatures shall be followed in executing Form 
40-Tob-41, 


(f) Enter in item 14 the date on which the Form 40-Tob-41 was 
signed by all producers and submitted to the county office. 


(g) Enter in item 15 the percent excess which is the percent of 
excess acreage entered on the marketing card for the farm. 


(h) The county committee shall review each application and if 
it approves the application, its approval shall be indicated 
by a member affixing his signature and the date in section 5, 


(i) The county office copy of the application will be detached 
and the remaining copy forwarded to the State office, 
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